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MEMD FROM THE CLERK TREARSURER
APRIL &1, 1994

TO: ALL BOARD MEMBERS
TOWN EMPLOYEES
FOLICE DEPARTMENT

BECAUBE OF THE EXTREME RESRONSIBILITY MY FPOSITION CARRIES I
HAVE THE FOLLOWING RECOMMENDATIONS AS TO HOW PURCHASING SHOULD BE
DONE IN THE FUTURE. FIRST, I FEEL WE SHOULD HAVE SOME FORM OF
FURCHASE ORDER TO START THE ORDERING FROCEDURE.,

1.

ALL FURCHASE ORDER FORMS ARE TO BE SIGNED IN RDVANCE BY
AT LEAST THREE BOARD MEMBERS FOR ALL PURCHASES OVER
$10Q. 0@.

A. EXCLUSIONS TO THIS RULE WOULD BE OFFICE SURPLIES
BECAUSE OF THE NECESSITY TO FUNCTION.

CLERK MUST INITIAL ALL PO'S AND MUST GIVE AFFROVAL FOR
ANY PURCHABES MADE EVEN THOSE UNDER $1@@. @,

CORIES OF ALL PO'S WILL BE PROVIDED TO COUNCIL MEMBERS
AND A CORY TO THE DEPARTMENT HEAD FOR WHICH THE
FURCHASE I8 MRADE.

4,  CLERK WILL RETAIN COPIES OF ALL PO'S TO MONITOR
EXPENDITURES FROM FUNDS.
[
5.  IN EMERBENCY SITUATIONS — THE CLERK CAN APPROVE
PURCHASES OVER $10@. @@
APFROVED BY TOWN COUNCIL /mﬂ?;/ /O , 1994

Moy jol(‘f ‘:

i, & et s

Vit

2

i Y.
N N

~




